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chief, Operations Divisien, OHEL @iﬁ ) 0
Chief, Records Management Staff
Recor
25X1
1. In compliance with your request| |

wmmmammm.mﬂmmm.
M%m&emmﬁ of Records Yenagement
were studied and through the splendid cooperation recelived from
your saployees, they sccomplished the following:
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Screenad all corresponiance prepared or received by
the Operstions Division since its sstablishment Iin
October 1962. Through this screaning T cuble feet
of records, duplicated in Comuunicatiops Oifice, and
pot needad by OFD, were destroyed.

Cisssified g1l aduinistrative type correspondence
in secordance with the Agency subject-muwric file

Propared file folders and guides for 1962 sud 1963
files and filed correspondance in approgpriste folders.

Esteblished a file system using & major categories
for filing all project waterials. This will peralt
easy identificsiion mnd segregation of records heving
short teru life from those having longer tara value.

£stablished a charge out systen O ensore proper use
of the records, to yrevent thelr loss and establish
their location at all times.

Pratned personnsl in the proper use of Agency Handbook
effictient mintenance of files.

maed the practice of maintsining individusl

. folders for emch manber of OFD. Adopted

use of CEC Form OF kb for recording pertiment persornel
data of employses.
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dispetch of Top Secret materials, should suffice.

Form 36151, be preparad and placed in the sppropriate subject or
mj&ﬁ% WMeaeh T8, document. This will indicate that
amwg,s.@muﬁm.mmmﬁmrmm

4, me‘hﬁemﬂmtaftﬂmm Deposit
| Mimatmﬁﬂimhubemmmm'

S I feel certain that implementation of the attached
Mwmmmmmmmﬁ
as veported, will essist you in promuting good records mane
practices.
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6. In orfer %o bstier understand the advantages received
from an effective records retirement progras, I would like to
extend an invitation to you and other members of your Gffice, a8
you may designete, to visit cur Bacords Cender.
T« Iﬁﬁhwﬁﬂw%m&aﬁ%
Oftice, particularly to __ 25X1
Please feal frec to csll on me agaln for essistance.
25X1
ttachrent "‘ . ,
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